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When a Supplier Registration is approved, a supplier record is created, and the supplier will
receive an email from the PLCB with a link to the new Oracle Supplier Portal. The Supplier
Portal enables you, the supplier, to see activity between you and the PLCB. It also allows you to
enter changes to your Supplier Profile, which will be reviewed and accepted or rejected by the
Vendor Data Management Unit within the PLCB.

As a supplier, you are responsible for managing your profile information including contact and
address data. You are also responsible for maintaining current banking information to ensure
you can be paid by the PLCB.

Note: Once you have entered changes to your Profile in the Oracle Supplier Portal, you must
select Submit to send your change request to PLCB for review and approval. If you do
not submit your changes, they will stay in the Supplier Portal waiting to be completed and your
supplier record will not be updated in Oracle.

In this lesson, we will demonstrate how to update Supplier Profile data using the Supplier Portal.
1. Log into the PLCB Supplier Portal:

a. Enter User ID
b. Enter Password
c. Select Sign In

Sign In
Oracle Applications Cloud

ORACLE

2. Go to the Supplier Portal tab and select the Supplier Portal tile.
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ORACLE

Good morning, Carl Bardy!

Things to Finish

3. You will see a dashboard of recent activity and your transaction history with the PLCB.
To update your Supplier Profile, use Menu on the left-hand side to find Manage Profile.
a. Select Manage Profile

4. This will bring you to your Company Profile page.
a. Select Edit on the upper right of the page
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Company Profile &

Organization Detalls  Taxidertfiers  Addresses Contacts  Payments  Business Classfications  Products and Senvices

4 General

Company MAXON FURNITURE INC Tax Organization Type  Unknown
Supplier Number 35685 Status  Active
Supplier Type  Supplier Aumachments None
4 |dentification

D-UN-S Number National Insurance Number

Customer Number Corporate Web Site
i
4 Corporate Profile
Year Estanhished Chief Executive Title
Mission Statement

Chief Executive Name
Principal Title
* Principal Name
Year Incorporated
4 Financial Profile
Current Fiscal Year's Potential Revenue

Prefermed Functional Curfency

Fiscal Year End Montn

5. You will see a warning message that editing the profile will create a change request.
a. Select Yes

A\ Wamning

POZ-2130390Makong edits Wil create & change request for the profile

6. Updating Address Information
a. Go to the Addresses tab

7. Alist of the addresses you have set up should display. To edit an existing address:
a. Select the Address Name of the address you want to change
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Edit Profile Change Request: 8001

Change Description

Organization Datails. laflﬂnnners Contacts  Payments  Business Classifications  Progucts and Senvices.

Adions w Veww Fomstw o F

AT Addess

PUAMUSCAD]

Status | Acwe ¥

PO BOX 1103 MUSCATINE, 1A 527610071

Phone Address Purpose Fax Status
BO0B7E4T24 Ordering Active
BANK OF AMERICA ATTN MAXON, 13371 COLLECTION CENTER DRCHICAGO, IL B0893-0000 5632007810 Femitto

8. The details of the selected address will be displayed, allowing you to update the
information. Make your edits and either select OK to accept the change and go back to

the list of addresses, or select Cancel to return to the list of addresses without making a
change.

Edit Address: P-IA-MUSCA-01

" Address Name | PAA-MUSCA-0
“ Country | Unied States
Address Line 1 | BO BOX 1109
Address Line 2
City [ MuscaTne
state |14
Postal Code
Postal Code Ext.

Language

9. To add an Address:
a. Select +

ORACLE

Edit Profile Change Request: 8001

" Address 7| Orderng
Purpose || Remito

RFO or Bidding

Phone v (800) 8764724
Fax -

Email | maxonservica@maronmal.com
Inactive Date | 1421 ®
Status  Inactve

Change Description

Onganization Details

Ations w W
Address Name
PUAMUSCAD]

PAAL-

Columns Hidden 3

Taxidentfier:  Addresses Contscts Fayments  Business Classifcaions  Progucts and Services

av Address
PO BOX 1103 MUSCATINE, 1A 527610071

BANK OF AMERICA ATTN MAXON, 13371 COLLECTION CENTER DR.CHICAGO. IL 50693-0000

Phone Address Purpose

Fax Status
BO0B7E4T24 Ordering Active
5532097819 Remi o Act
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10. A window will appear allowing you to enter a new address.

a
b.
c.
d
e

-

g.

Enter a name to identify the address in the Address Name field

Select the country in which the address is located from the Country field
Enter the street address in the Address Line 1 field

Enter additional address information in the Address Line 2 field

Enter the city name in the City field (you may use the list or start entering the
name)

Select the address state abbreviation from the State field

Enter the postal code associated with the address in the Postal Code field

11. Address Purpose (minimum of one box must be checked)

Note: A single address may be tied to multiple Address Purposes, or separate
addresses may be created with differing Address Purposes.

a.

Select Ordering, if appropriate (the ordering address is used for Purchase
Orders)

Select Remit to, if appropriate (the Remit to address is used for payments)

Select RFQ or Bidding, if appropriate (the RFQ or Bidding address is used for
solicitations, typically your sales or administrative location)

Select Save and Close to add the Address

Edit Address: P-IJA-MUSCA-02 @

12. Select Contacts to add a Contact to the new address.

Edit Supplier: MAXON FURNITUREINC @ %
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13. The screen will display the existing contacts that have been created. You may edit an
existing contact by selecting the name from the list, or add a new contact. To add a new
contact:

a. Select +

Name av JooTite Email

14. A Create Contact pane will appear.
a. Enter the contact’s first name in the First Name field
b. Enter the contact’s last name in the Last Name field
c. Enter a Job Title (optional) in the Job Title field

Note: One person in your organization should be assigned a Job Title of “AR”
(accounts receivable). This person will receive a remittance report from the PLCB.

Edit Contact: Tom Jones x
Salutation E Phone | | v || || || |
* First Name |Tom E | Mobile | 1 | v | 234 || 34536 |
Middle Name | | Fax | | v || || |
* Last Name | Jones | Email | tom_jenes@baa com |
| Job Title [AH l Status

Administrative contact

d. Select Administrative Contact if the contact is an administrative contact

Note: Every supplier account should have one administrative contact set up to
receive PLCB communications for the organization.

e. Enter a phone number (optional) in the Phone or Mobile fields
f. Enter an email address in the Email field
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Create Contact (&

[ (S o] e ot et | ot}

Detach

Avdress.

o Status

15. Scroll to the Contact Address section of the screen to associate the new contact to a

Contact Address.

a. Select the Select and Add icon to create the association between Contact and

Contact Address.

% % Supplier: MAXON FURNITURE INC x

Create Contact ()

4 User Account (D

[sve) [ Sove e ] sove s e Amter | o

16. A Select and Add Addresses pane will appear showing the existing addresses that have

been established for the supplier.
a. Select one or more lines from the list of addresses
b. Select Apply to create the relationship(s)
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"PO BOX 1109 MUSCATRNE. 1A 527610071

7P Box 14161 Muscatne. 13 MuscaineS276,

c. Select OK to close the window and return to the Create Contact pane

4 Search

Address

View v Fomat v wrap
Address Name  Address

PUAMUSCAD!  "PO BOX 1109 MUSCATINE. 1A 52761.0071

PALLCHICAD!  "BANK OF AMERICA ATTN MAXON 13371

==

Rows Selacted 1
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4 agditional Information

Acdors v Vieww Famaiv X B

Getnen
Address Name Address
4 User Account D
etons w View v Fomst v Detsen
Role. Descriph

(e et e | S vt £ |

Address
Phone it Staws

12650845 Orserng: Remitts Actve

17. Scroll to the User Account section of the pane. In this section, you can see the system
access roles that are available to you as a supplier. Request a user login for the new

contact.

a. Select Create User Account

Create Contact

R ] B —(—

x

N

rar|

Administrative contact
4 Contact Addresses

2| |
2 com

\
-

Aactions w View w Format w 3 Detach
Address Name Address Phone Address Purpose
PIAMUSCA-02 PBox 14161 Muscaline, 1A Muscaline52761-0072 +1(808)12558845 Ordering; Remit fo
Columns Hidden 5

4 User Account

E-mail is required when requesting a user

Roles DataAccess | account t

Actions v Vieww Fomatw X [ [ Detach

Role &% Description

PLCB Supplier Portal Bidder JR Role provides acoess k

five negotiations -Man:

PLGE Supplier Portal Inventory Manager JR  Role pravides access f

igned inventory ¥ consumption advices

PLCE Supplier Portal Invoice Transaction JR  Role provides access to - Create invoices

Create Another ”EH Cancel |

Status

Active

18.
return to the Edit Profile Change Request pane.

If additional contacts need to be added, select Create Another, otherwise, select OK to
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Create Contact x

| N |

Lot ame enai [mmssgraacom

Administrative contact

4 Contact Addresses

Actions w View w Format v 3¢ [ Detach

Address Name Address Phone Address Purpose Status

PIAMUSCA-02 PBox 14161 Muscaine, 1A Muscatine52761-0072 +1 (80812558845 Ordering; Remit o Active

Columns Hidden 5

4 User Account

VI F
E-mail is required when requesing a user
Roles  Data Access account

Actions v Vieww Fomaty X [EL [ Detach

Role 4@ Description

PLGB Supplier Portal Bidder JR Role provides access to -View active negoiations -Manage responses

PLGB Supplier Portal Inventory Manager JR  Role provides access to - Review consigned inventory - Review consumplion advices

PLCB Supplier Portal Invoice Transaction JR  Role provides aceess to - Create invoices

| Create Another @ Cance |

19. Add banking information.
Note: As a supplier, you are responsible for adding and maintaining your banking

information so you are correctly paid by the PCLB.
a. Select Payments

ORACLE

Edit Profile Change Request: 5001

Py

Change Description

Organization Detaile  Tax Identibers  Addresses  Cortac ass Classificabons  Producis and Services

Paymont Methods  Bank Accourls

Actors v View v Fomatw 4 -] 7! Detach
Default  Payment Method

From Date To Date

&
&

&
&

b. Select Bank Accounts
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Edit Profile Change Request: 5001

Fir X

Changs Description

Cant Payments  Businass Classi Frodh d
Actors v View v Fomatw 4 -] 7| Detach
Default  Payment Method From Date To Date
® )
hack ) e
) e

c. Select + to add a bank account

ORACLE

Edit Profile Change Request: 5001

Organizetion Detsils  TaxIdeniflers  Addresses Contacts Payments Busness Classificstions  Products and Senvices

Payment Methads  Bank Accounts

o 1BAN Curreney Bank Name

Aceount Number

Columns Hidden 8

d. The Create Bank Account pane will display

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* Country |Un|led States ‘ v | From Date  11/9/21

IBAN |
* Bank Name |AF.1ER\CAPI BANK ‘ v |

5 cvee 15[

* Bank Branch | AMERICAN BANK - 031302997

Allow international payments

4 Additional Information

e | Checking v

* Description | Bank Account |

Check Digits.

Account Name |

Alternate Account Name |

Account Suffix | ‘

Create Another || 0K ” Cancel ‘

Select the country where the bank account is located from the Country field

o

Enter the bank account number in the Account Number field

-

Select Bank Name from the list

= @

Select Bank Branch from the list
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i. Select Allow international payments, if appropriate

[S—

From Date will default to today’s date

k. Enter IBAN if international payments are allowed

Select USD from the Currency list
. Select Account Type from the list
Enter Description

© = 3

Select OK to add the bank to your profile and return to the Edit Profile Change
Request

Note: Your supplier record will not be updated in Oracle until you have reviewed your
Change Request and selected Submit to send it to the PLCB for review and approval.

Create Bank Account

Enter account number or IBAN unless account number is marked as required.

* Country |Umled States ‘ v | From Date  11/9/21

* Bank Name | AMERICAN BANK ‘ v | 1BAN |
* Bank Branch |AI-.‘IER\CAN BANK - 031302987 ‘ v | Currency v

Allow international payments

4 Additional Information

Account Name | | Check Digits | |

Alternate Account Name | | * Account Type | Checking v

Account Suffix | ‘ * Description | Bank Account |

Create Another |I oK I Cancel |
—

ORACLE

Edit Profile Change Request: 19001

20. Edit Tax Organization Type on Organization Details

a. Goto Organization Details tab, and change the Tax Organization Type field
from Unknown to the correct designation for your business (S Corporation, etc.)
by selecting a value from the drop-down list
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* Change Description | Changing Tax Organization Type

3

Organization Details | Tax [dentifiers Addresses Contacts Payments Business Classifications  Products and Services

4 General

Supplier Name " Tax Organization Type | Unknown ~

1885 NEW HOLLAND ROAD |
Supplier Number 35005

Status Unknown
Individual/Sole proprietor
i C Ci 3
Supplier Type  Lessors v Attachments < Corporation
S Corporation
Partnership

4 |dentification Limited Liabilty Gompany-C corp
Limited Liability Company-S corp 4
D-U-N-S Number National Insurance Number  Limited Liability Company-Partnersh| Limited Liability Company-C corp

Foreign Partnership
Joint Venture

Customer Number Corporate Web Site .~
Trust/Estate Tax Exempt
sic Foreign Vendor
Foreign Government Agency
4 Co[pora]e Profile Foreign Individual
Year Established Chief Executive Title
Mission Statement Chief Executive Name
Principal Title

Principal Name

b. Click on Save button

Edit Profile Change Request: 37001

21. Select Review Changes to see the changes that have been made to the account.

Note: Your supplier record will not be updated in Oracle until you have reviewed your
Change Request and selected Submit to send it to the PLCB for review and approval.

ORACLE

Edit Profila Change Request: 19001

22. Review the changes that have been made and select Submit to send the Change
Request to the PLCB for review.
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4 pddresses
—
Rodress Name AT Address Phone Address Purpose Fa Status. Details
o puw - -
Counma Hidden 3
4 Contacls
Vs Fomat v Darsen
Noma 4w JobTite av Emsi 4% Phone AGTINSISINS oy pccount St Detaits
. fom fonesizbaa con L] sctve.
Account Nurmber 18N Cumncy  BankNamo Dotaits
———

23. A summary screen will appear with a message that the Change Request has been

submitted for approval.
a. Select OK

Company Profile G
Thece .4 ol chang iequest peedng cxcval You may i 1o make adSbonal changes
e

Address Purpose
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